DoD 1400. 20- 1-M
CHAPTER 4

PRI ORI TY PLACEMENT PROGRAM
GAI NI NG ACTIVITY POLI CIES AND PROCEDURES

A, COVERACE

1. Upon receipt of notification (Stopper List) that registrants
are avail able for placenent consideration at the activity which has
matching vacancies in the conpetitive or excepted service, the
policies and procedures outlined herein apply. ( “Activity” includes
all organi zations serviced by one civilian personnel office. )

a. Priorities 1 and 2. When skills are reflected on the
St opper List marked with an asterisk ( *) indicating Priority 1 or 2
all promotions, denvotions, reassi gnments, appoi ntments ( including
reinstatenents) , and transfers are prohibited . A requisition nust be

submtted to DDSC and offers nade to registrants in priority order.

b. Priority 3. (Quidance on Mlitary Spouse Preference
Program (S ) 1s contained in Appendix |I. ) When skills reflected on the
Stopper List are not marked with an asterisk, this indicates the
avai lability of Priority 3 registrants and all appointnents (including

reinstatenents) and transfers are prohibited . The availability of
Priority 3 registrants wll not preclude the filling of positions by
pronotion, denotion, or reassignnent, provided a person currently
enpl oyed within the conponent is selected. ( For this purpose there
are four conponents: Arny, Navy, Ar Force, and the Defense
Agencies. ) Wien the position is to be filled by appointnment or
transfer, a requisition nust first be submtted to pbpSC and offers
made to registrants in priority order. VWhen job opportunity

announcenents indicate that candi dates from outside the conponent wll
be considered, or if announcenents are not used but the activity
policy is to consider all candidates regardless of the source, a
requi sition should be submtted to DDSC for Priority 3 registrants as
soon as it is apparent that nonconponent candidates wll be referred
to the selecting official.

2. The Stopper List will also be matched against continuing
positions occupied by reenployed annuitants (except trial retirenent
annuitants) and persons assigned under tenporary internal placenent
action. Such persons are to be displaced by Priority | or 2
regi strants. Nondisplaced registrants wll not displace reenpl oyed
annuitants serving on appointnents without tine limtations. Disabled
veterans with 30 percent or higher disability ratings serving under
nonconpetitive tenporary appointnments and enployees serving under
handi capped appoi nt nent s whi ch may lead to conver si on to
career/career-conditional status, TAPER and term appointees, and term
pronotees are not included in the definition of tenporary placenent
actions and are not subject to displacenent by Priority 1, 2 or 3
regi strants. The Stopper List is not applied in the conversion of
Veterans Readjustnent Appointnments ( VRAS), disabled veterans and
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handi cap appoi ntees to career/career conditional status. The St opper
List is only cleared at the tine they enter into the position. If Re-
enpl oynment Priority  List ( RPL) registrants are available, a
tenporarily assigned person in a continuing position wll be displaced
by a Priority 1 or 2 registrant only when this can be done wthout
contravening the rules of the RPL. (See Chapter 5, Paragraph B)

a. "o annuitant may be re-employed in a continuing position
( even though it may be the sane one fromwhich retired and no break in

service isinvolved) if a qualified Priority 1 or 2 registrant is
avai | abl e.

b. Persons serving under tenporary, tinme |imted appointnents
in continuing positions wll be displaced by Priority 1, 2, or 3
regi strants, except as indicated in paragraph 2 above.

3. Positions which have admnistrative or statutory obligations,
such as those to which overseas enpl oyees have return rights, wll be
mat ched against the Stopper List. However , when the civilian
personnel office has been officially notified that the person to whom
a position is obligated is returning, such as when the overseas tour
is nearing conpletion, that position will not be matched agai nst the
St opper List. If a match occurs and the position being offered is
obl i gated |, the PPP registrant wll be fully advised of the
circunmstances, including the anticipated return date of the forner
| ncunbent . O fers of positions to which enpl oyees have return rights
may be declined by registrants wthout affecting their PPP
registration eligibility.

4,  Part-tine, Intermttent, Seasonal , or On-call conti nui ng
positions which are vacant or tenporarily encunbered wll be matched
agai nst the Stopper List. A requisition will be submtted when a

match occurs and offers nade in priority order to those registrants

whose residence is wthin the comuting area of the position.
However, enpl oyees of the Panama Canal Conm ssion registered under

Activity Code O75A wll be offered Seasonal positions. Panama Canal
Conmm ssi on enpl oyees placed in Seasonal positions under this provision
wll have all PCS costs paid by the registering activity. DOD
activities wll not pay the Tenporary Quarters and Miscellaneous
expenses for such enpl oyees. Any resunes of registrants outside the
conmmuting area of the position ( except those of Panama Canal
Conmm ssi on enpl oyees referred for Seasonal jobs) wll be returned, to
DDSC with a Report Action Code 26, and an explanation of the nature of
t he | ob. Regi strants may decline offers of Part-tinme, Intermttent,
Seasonal, or (n-call positions  wthout affecting registration

eligibility, unless the hours of enploynent of the registrants at the
time of registration eligibility were essentially the sane as or |ess
t han those of the position being offered . For exanple, a part-tine
enpl oyee/ regi strant working 20 hours per week offered a part-tine job

4-2



DoD 1400. 20-1-M
(Chap 4, Para A4 cent’d)

wor ki ng 20 or nore hours per week nust accept or be deleted fromthe
PPP. Registrants restricting their availability to Part-t ing,
Intermttent, Seasonal , or On-call jobs wthin the commuting area nust
accept offers with essentially the sane work schedul e as the position
held at the tinme of registration or be deleted fromthe PPP.

5, Vacant tenporary positions, except as noted in paragraph A6

below, wll be matched against the Stopper List and, when a natch
occurs, a requisition wll be submtted to DDSC. In cases where there
is reasonable expectation that a tenporary position will last nore
than one year, it wll be considered the same as a continuing position
for purposes of the DOD Priority Placenment Program For those
tenporary positions of one year or less duration, a vacancy
requisition is only required when a “T" appears with the matching
skill on the Stopper List indicating a registrant(s) is available for
such a position(s) . Ofers of tenporary positions |asting one year or

| ess will be made to registrants only when the followng conditions
are net:

a. The tenporary position is to be filled from outside the
activity.

b. Thé registrant’s residence is wthin the commuting area of
t he vacant position.

¢ct* The registrant is weither a current enployee of the

activity with the vacancy or has been separated with a break in
service of nore than three ( 3) days.

The intent of these provisions on tenporary jobs is to offer
registrants an additional period of enploynent prior to hiring from
ot her sources. It is not the intent to nake gaining activities |liable
for paynent of lunp sum | eave and severance pay, which should properly

be paid by the releasing activity, therefore, the requirenent for a
break in service of nore than three days.

Additionally, enployees should be informed of a possible |oss of
retained grade and pay entitlenent when they accept a tenporary
position as a direct result of RIF or followon placenent action.
Entitlenent to grade and pay retenti on depends upon the nature of the
appointnment held by the enployee imediately before the action
t aken. Consequent |y, enpl oyees downgraded after receiving a tenporary
appoi ntnment at the fornmer grade are not enti tied to grade and pay
retention. However, an enployee who is imedi ately downgraded (by
means of a permanent appointment or a tenporary appointment ) would
continue to be entitled to grade and pay retention (based on the
initial action, not the subsequent action) even if he or she is
subsequent |y domngraded , tenmporarily pronoted , or permanently pronoted
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to an intervening grade. To further explain and assist you in
determ ning appropriate counseling with effected enployees, a Retained

G ade and Pay/ Tenporary Enploynment Decision Table is shown on pages 4-
19 through 4- 21 of this chapter.

6. Tenporary positions that have been established to support
special hiring prograns, such as the Federal Sumrer Intern Program

the Federal Summer Enpl oynent Program or the Stay-In-School Program
are excluded fromthe requirenent to match the Stopper List.

7. positions jin functions under study for possible contracting

out are considered to be continuing and wll be matched against the
St opper  List, unl ess an actual bid solicitation date has been
est abl i shed and announced. The nere inclusion of a bid solicitation

date in a long-range planning docunent does not <constitute an
“establ i shed and announced” date.

8. Wien OPM issues new classification standards which result in
positions being changed from one occupational series to another,
activities may match either series and option code(s), if appropriate,
and requi sition accordingly. The conputer wll search automatically
for skills reflecting the other series.

9. Ofers wll be nmade to registrants for positions in the
Excepted Service, provided any special requirenents have been net.
Regi strants nust be advised that the position is in the Excepted
Service and a declination will not delete the registrant unless the
current or last job held by the registrant is in the Excepted Service.

10. Vacant positions and those occupied on a tenporary basis, as
descri bed i n paragraph 2 above, including those at overseas | ocations
(except as provided for in Chapter 6, paragraph E) wll be nmatched
agai nst each Stopper List received during the recruiting cycle until
an in-service referral list is issued or until commtted. Wen an in-
service referral list is issued to a selecting official while the
Stopper List is clear, subsequent Stopper Lists need not be applied
agai nst the position, provided a selection is nmade from anong those
eligibles wO were wthin reach and initially referred to the
selecting official. A selection nust be made fromthe referral |ist
during its authorized life (open continuous not included ) as
established by local nerit pronotion plan, |abor-nmanagenent agreenent
or conponent policy. If, at any tine referral eligibles other than
those within reach initially are required or desired, the Stopper List
restrictions and procedures are again applicable to the position.

11. When a position is to be filled at one of several grades, the
Stopper List will be cleared at the target grade. For exanple, if a
GS-12 position is to be filled at grade GS-9, Gs-11, or GS-12,
matching registrants at grade GS-12 nust be requisitioned and
considered in priority order. This provision precludes the filling of
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positions at |ower grades when PPP registrants are available at the
target grade. However, if the position is to be downgraded wth no
intent to return it to the original grade, the Stopper List wll be
mat ched at the new pernmanent grade.

12. Activities having an interdisciplinary position, . e., a
position which may be filled by an applicant qualified for any one of
several general schedule series, nust match the DoD Priority Placenent
Program Stopper List for each qualifying job series at the grade of
t he vacancy. | f Stopper List matches occur, all matching series nust
be requisitioned concurrently. Resunes referred for all series nust
be assenbled in priority order and an offer made to the highest

priority registrant (see Chapter 5, paragraphs A5 and 6) regardl ess of
the series for which the registrant was referred .

13. Positions covered by a formal training program as described
in FPM Chapter 410, such as Apprentice or Managenent Intern, are to be
mat ched agai nst t he Stopper List at the entry grades. A mat ch
occurs only when the series and grade are the sane and the skill entry
i ncl udes the “Trai nee” (TRA) option code. Regi strants already fully

qualified in the field of the position are not to be offered
formalized trai nee positions.

14. Posit-ions below grade G5-9 or WG-8 (and other conparable
Federal Wage Systenms positions, e.g. , W. and WS with representative
rates . below Gs-8) nay be re-engineered to |lower grades under a
formally established and docunented Upward Mbility Program as
described in FPM Chapter 713, without matching the Stopper List at the
target grade, provided there has been advance identification. For
exanple, the Upward Mbility Plan or Affirmative Action Plan specifies
that the first ten WG-6907-5/6 vacancies occurring during the fiscal

year Will be reclassified to wG-6907-4 to provide opportunities for
under-utilized enployees, or the first tw GS-525-6/7/8 Accounting
Techni ci an vacancies each quarter will be restructured to GS-4 trainee
positions to provide opportunities for clerical enployees serving in
the GS-501, 530, 540, 544,  or 545 series. Such re-engi neered
positions wll be matched against the Stopper List at the entry
grade(s) using the "TRA" option code. Keep in mnd that if vyour

St opper shows a GS-300, TRA (series included in the X-118 Cerical and
Adm nistrative Support Standard ) you nust requisition for your
specific series and the conputer wll automatically match the 300 TRA
series. \Wen formally docunented plans do not identify in advance the

kKinds of positions to be re-engineered, the Stopper List nust be
mat ched first at the full performance |evel.

15. When an activity intends to fill a position at the full
performance |l evel with a non-DoD candi date, strong consideration wl|
be given to downgrading the job when the Stopper List reflects
regi strants at | ower grades. This will provide PPP registrants with
addi ti onal placenent possibilities into jobs with growh potential.
However, selection of a PPP registrant under these circunstances nust
be in accordance with agency RIF or nerit pronotion plans.
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16. Prior to the appointnment of persons wunder the VRA and
“ Handi capped Program authorities, positions will be matched against the
Stopper List at the full performance level and offers nmad e to
avai |l abl e registrants in priority order.

17. Selections of pPP registrants are to be treated as exceptions
to the average grade and high grade control restrictions.

18. Activities in A aska, Hawaii, and Puerto Rico will apply the
St opper List as follows :

a. Normal priority 1 and 2 restrictions will apply to all
positions when the registrant(s) last resided in (prior to an overseas
assignnment) , has return rights to, or is presently or was |ast
employed in the specific state/comonwealth. Those who neet these
conditions will be identified by a pound sign (#) onthe Stopper
Li st. Regi strants from outside Al aska, Hawaii, or Puerto R co not
neeting these conditions wll not preclude personnel fill actions,

unless it is proposed to fill the position from outside the
st at e/ commonweal t h.

b. Normal Priority 3 restrictions are applied when it is
proposed to £i1l the position from outside the state/commobnweal th, or
when the registrant last resided in prior to overseas assignnment, has
return right to or was enployed in the specific state or commonweal th
at the time of registration.

19. The provisions of the PPP do not supersede requirenents for
filling positions restricted to veterans preference eligibles. When
such positions are to be filled and only nonpreference eligibles are
avai lable in the PPP, the procedures of FPM 330, Subchapt er 4,
par agraph 4-3c, wll be foll owed.

20. Activities wth vacancies for which skills are not reflected
on their Stopper List are encouraged to use PPP registrants as a
primary source of recruitnent. This should be acconplished by using
the interrogation procedure outlined in Chapter 13 of this manual.

21. In accordance with Chapter 1, Paragraph C, each activity wll
mai ntain sufficient docunentation to provide an audit trail of Stopper
Li sts matched and results thereof. DOD 1400. 20-3-M contains sanple
formats to facilitate such docunentati on.

B.  EXCEPTI ONS

1. The following situations may be excepted from Priority 1 and 2
restrictions. These exceptions nmay be invoked by the GCvilian
Personnel ©Off ice without prior Coordinator approval . When i nvoked, a
requisition is not to be submtted to DDSC. Thi s includes vacancies
at renote |ocations.
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a. Pronotions which are except ions to conpetitive procedures
under FPM 335, Chapter 1-5c¢ and under DoD regul ations follow however,

it is not the intent of the PPP to allow exceptions to the program
when true vacanci es exi st.

( 1) The two types of career pro-notions:

(a) A pronotion wthout current conpetition when at
an earlier stage an enployee was selected from a civil service
regi ster or under conpetitive pronotion procedures for an assignnent
I ntended to prepare the enployee for the position being filled (the
I ntent nust be nmade a matter of record and career |adders nust be
docunented in the pronotion plan) ; or

(b) A pronotion resul ting from an enployee’'s
position being classified at a higher grade because of additional
duties and responsibilities.

(2) A& career |adder pronotion followng nonconpetitive
conversion of a cooperative education student in accordance wth the
requi rements of FPM chapter 308.

3 ) A position change from a position having known
pronotion potential to a position having no higher potential.

( 4) A tenporary pronotion of 120 days or |less, unless the *
position is a true vacancy. If the position is a true vacancy, a
tenporary pronotion can be effected only if the activity 1is
simul taneously recruiting to £ill the position on a continuing basis
and the Stopper is cleared for the continuing position throughout the
recrui tnment cycle.

o ~(5) Selection of a candidate from the Reenploynent
Priority List for a position at a higher grade than the one |ast held
In the conpetitive service.

(6) Repronotion to a grade or position from which an
enpl oyee was denoted w thout personal cause and not at his or her
request .

(7) Consideration of a candidate not given proper
consideration in a conpetitive pronotion action.

b. Reassignnment or change to | ower grade, wthin an activity:

(1) of an enpl oyee who occupies a position scheduled to

be abolished or functionally tranferred out of the commuting area
wi thin one year,

(2) of an enployee whose position is to be regraded

downward to correct classification error or conply wth new or revised
cl assification standards,
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(3) of an enployee to an encunbered position redescribed
as a result of position review,

(4) of an enployee who has been found by appropriate
medi cal authority to be medically disqualified for the current
position but who is capable of performng the duties of the position
to whi ch bei ng assi gned,

(55 of VRA and handi capped enployees and 30% di sabl ed

veterans serving as a result of special appointing authority reached
in RIF to vacancies under the jurisdiction of the same CPO

c. Reassignnents within an activity:

(1) when the vacancy of the sane series, option ( if any)
and grade created by the reassignnment is made avai l able to the PPP by
subm ssion of a requisition to DDSC.

- (2) of part-t ine enployees to full-tine positions when
the part-time position was acquired as a result of reduction-in-force
froma full-tinme position.

d. Change to lower grad e of Senior Executive Service

enpl oyees renoved during the probationary period or at any tine for
less than fully successful performance.

e. Pl acenent of enployees who fail to conplete satisfactorily

the supervisory or nanagerial probationary period requi red by FPM
Chapter 315, Subchapter 9.

f Pl acenent at the sane or |ower grade of surplus enployees
under the jurisdiction of one CPO providing personnel servicing to one
or nore conponents when excess personnel exist in one and vacancies
exi st in the other.

g. Wen a CPO services enployees of another conponent under a
cross-servicing agreenent that provides under the nerit pronotion plan
for consideration of all enployees wthin the serviced organi zations
an exception to Priority 3 registrants may be invoked by the CPO

_ h. The placenent of persons to satisfy enforceabl e assignnent
rights, such as statutory or admnistrative re-employment rights, or
reinstatenent fromthe RPL, may be effected by the CPO.

i. The CPO may effect the placenent of CO-0P Students at the
tinme they enter into the positions and when all required traini ng and

education are conpleted and they are available for conversion to
career-condi ti onal appoi nt nents.
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The CPO may effect the change of an enployee from part-

time, intermttent, seasonal, or on call to a full-tinm schedul e on
the position of record.

k. The CPO may affect the conversion to Career-Conditional
Appoi ntnent of Schedule B, PAC appointees within reach on the OPM
register of eligibles or under any other OPM authorized procedure.
The position in which the enployee is converted nust be of the type

for which the person is being trained and |located in an organi zation
serviced by the CPO

1. Gievance decisions t hr ough el t her negotiated or
adm ni strative procedures and appellate decisions which nandate
placement of a conplainant and which have the approval of the

appropriate |ocal authority will be acconplished as exceptions to the
St opper List.

m. The CPO nmay effect the pronotion of an enployee through
conpetitive procedures when an encunbered position has been upgraded
as a result of planned managenent action and the addition of another
person to the organization in which the job is located would result in
soneone’s being adversely affected by r 17?.

n. Reassignnments and changes to |lower grade, wthin the *
component, nmade for fornal devel opnent/training purposes, as provided

by FPM Chaoter'410 are excepted from the Stopper List. (This does

not i nclude entry |evel type positions as provided for in paragraph
Al3 above . )

0. A detail of 126 days or |less may be excepted from Priority =

1 and 2 restrictions, unless the position is a true vacancy. If it is
a true vacancy, a detail can be effected only if the activity is
simul taneously recruiting to fill the position on a continuing basis

and the Stopper is cleared for the continuing position throughout the
recrui tment cycle.

. A CPO may pronote an enpl oyee whose position is upgraded *
W thout significant change in duties and responsibilities due to
| ssuance of a new classification standard, or a position change
permtted by reduction in force procedures, provided the sane enpl oyee
whose position is affected is placed in the new position. These
actions nust be consistent wwth FPM 335, 1-5b(1l) and (2).

A Nonappropriated Fund (NAF) enployee who is converted to *
appropriated fund status in the sane job (i. , “same desk” and work
unit) nmay be converted wthout regard to PPP restrictions. This PPP
exception does not apply when an enployee is noved froma NAF job to a
di fferent appropriated fund job.
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2. The Zone Coordinator or the Regional Coordinator, under
del egated authority , nay approve other pronotions, reassignnents, and
changes that are in keeping with the spirit and intent of the -PPP and
which are not provided for elsewhere. Zone Coordinators wll
delineate the types of situations Wi ich may be subm ttad for
consi deration under this provision. Wen an exception is requested , a
requisition is not to be submtted to DDSC unless the excepticn isS
deni ed.

C. STOPPER LI ST

1. The Stopper List is a conputerized product prepared oy DbSC
every two weeks and received by DoD Cvilian Personnel Ofices through
the Bulletin Board System (BBS) or by mail . Those activities with BBS
connectivity nust retrieve the Stopper from BBS no |ater than cl ose of
busi ness on the Monday followng the Wdnesday ‘night in which the
st opper cycle was processed. DDSC mail s the hard copy of the Stopper
t he Thursday follow ng the Wednesday ni ght cycle. In either case, the
St opper’ list becones effective upon recei pt whether received by BBS or
mail and remains in ef feet until a subsequent Stopper is received.
The Stopper List reflects positions by Pay Goup, Series, Title,
Option Code(s) , if any, Grade and Priority of personnel registered in
the Priority Placement Program who have selected the activity serviced
by the CPO. The first page contains the four-digit activity code and
address of the activity. The second and succeedi ng pages reflect
skills of registrants. Each CPO will al so receive a separate Stopper
List for each serviced activity |ocated outside the commuting area
with approximately 50 full-time continuing positions to which an
activity code is assigned. The Stopper List is intended for use
wthin the civilian personnel office and not normally for use outside
the civilian personnel office. The Stopper List will be matched in
accordance wth instructions contained in this chapter. A Vacancy
Requisition wll be conpleted and the data submtted (by BBS, if
connected, or by electronic secretary) to the Defense Data Support
Center when a match occurs and when required by priority designation.

2. Additional registrants may be refl ected on succeedi ng Stopper
Lists as a result of file maintenance of registrant skills and/or area
of referral and new registrants entering the Prog ram To assi st
activities in decreasing delays caused by unnecessary Vacancy
Requi sitions in those instances when only previously considered
regi strants are available, each Stopper List forwarded to an activity
will reflect the total nunmber of available registrants ( including
registrants whose skills or area of referral have been file
mai ntained ) and the nunber of new registrants entering the Program
since issuance of the previous Stopper List. A later Stopper List
need not be applied when resunes have been received and exhausted
unl ess the subsequent Stopper List reflects the addition of new
registrants on the second line for the skills since the preceding
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St opper List. Each Stopper List remains in effect until a new lis
IS rece ived. Negative Stopper Lists will be forwarded to activi
not selected by any registrant.

~t —t

a. Nunber of Registrants Available - Two nunbers nmy appear
with a grade Tevel for a skill, one nunber above the other. A nunber
directly beside a grade, opposite the Pay Goup, Series and Option
Code(s), if any, indicates the total nunber of surplus personnel
registered in the Priority Placenent Program in that skill, who have
registered as wlling to accept enploynent at the gaining activity.
This nunber wll also reflect any registrants available as a result of
file maintenance of their skills and/or area of referral who did not
appear on the previous Stopper Lists for that grade. A second nunber
directly below the first i1ndicates the nunber of new registrants in
the PPP in that skill and grade who did not appear orn the previous
Stopper List for that grade. St opper Lists’ addressed to CONUS
activities will contain nunbers 1 through 99 to indicate the nunber of
avail able registrants for each grade |evel. An XX wll be used to
i ndi cate when 100 or nore are avail abl e. St opper Lists addressed to
Al aska, Hawaii or Puerto Rico activities wll contain nunbers 1
through 9 to indicate the nunber of available registrants for each
grade | evel. An X will be used to indicate when 10 or nore are
avai l able for Al aska, Hawaii or Puerto Rico activities.

b, Asterisks ( *) - If a nunmber, the X or XX is followed by an
asterisk ( *) Priority 1 or2 registrants are available for referral to

the gaining activity. |f no asterisk follows the nunber, the X or XX
only Priority 3 personnel are avail able.

c* “#” Code - For those activities located in Al aska, Hawaii,

and Puerto Rico, a special code - "#" — wll be used to indicate
availability of registrants who are presently enployed in, |ast
resided in, or have return rights to Al aska, Hawaii, or Puerto Rico to
enabl e receiving activities to properly apply the procedures listed in
par agraph A above. This sign will appear only on Stopper Lists going
to Alaska, Hawaii, or Puerto R co activities. For exanple, if an
activity in Hawaii receives a Stopper List indicating a “#” Code wth
a skill, it means that a registrant having that skill is either”
currently enployed in a Hawaii activity, last resided in Hawaii, or
has return rights to Hawaili. This sanme registrant would not be

indicated by a “#” Code on Stopper Lists for activities he may have
sel ected outside Hawai i .

d. Anpersand (& - Wienever an anpersand ( &) iS shown, it
i ndicates there 1s a Priority 3 Mlitary Spouse Preference Eligible
avai | abl e.
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e. Following is an exanple of a Stopper List for a CONUS
activity:

PAY OPT | ON GRADE/ NBR OF REG STRANTS AVAI LABLE

GRP SERI ES CODES

Accounting Technician

GS 525 05/ 03* 06/01s
02%*

Equi pment Spec/Acft/Acft Prop Equip

GS 1670 Al B Al F 09/ 02* 11/01* 12/ 01
01

| nstrument Maker Leader
WL 3314 08/ 02*

Figure 4-1 STOPPER LI ST FOR CONUS ACTIVITY

In the above exanple of a Stopper List for a CONUS activity, the
followng skills, grades and priorities are affected:

(1) Accounting Technician, G5 525-05 and O06. The GS-05
| evel has a total of three registrants available of which at |east one
is a Priority 1 or 2 as indicated by *. The 06 | evel indicates that
there is one registrant available who is a Priority 3 Spouse
Preference eligible. Since there is a nunber (2*) on the second |ine
of the entry for Accounting Technician, Gade 05, two of the three
total registrants available did not appear on the previous Stopper
List and at | east one of these is Priority 1 or 2. Since there is no
entry on the second line for the 06 level, this registrant did appear
on the previous Stopper List and new registrants are not avail able.

(2)  Equi prent Speci al i st Aircraft and Aircraft
Propulsion Equi pnment Options, GS-1670-09, 11 and 12. At the 09 |evel,
there are two registrants available of which at least one is a
Priority 1 or 2. The number 1 directly below the 2* at the 09 level
i ndi cates that one of the two total registrants d id not appear on the
previous Stopper List and is a Priority 3. At the GS-12 level, only

one registrant is available, is a Priority 3 and appeared on the
previ ous Stopper List.

(3) Instrunent Maker Leader, WL-3314-08. There are two
registrants available for Wage Leader Grade 08. At | east one of these

registrants is a Priority 1 or 2 and both of them appeared on the
previ ous Stopper List.
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f The followng is an exanple of a Stopper List for a Hawaii
activity: ,
PAY CPT | ON GRADE/NBR OF REG IS T RANTS AVAI LABLE
GRP SERI ES CODES
Per sonnel Managenent/ Enpl oyee Rels/Staffing
GS 201 EMC/STB 11/01%4
El ectroni cs Mechanic
WG 2604 10/01*
Pipe fitter Supervisor
WS 4204 12/ 01

01

Figure 4-2 STOPPER LI ST FOR HAWAI I ACTI VI TY

In the exanple of a Stopper List for a Hawaii activity, the follow ng
skills, grades and priorities are affected:

(1 ) Personnel Managenent, GS-201-11, Enployee Relations Option
and Staffing Option, Priority 1 or 2 (as indicated by *) who is either
currently enployed in Hawaii, last resided in Hawaii or has return
rights” to Hawaii (as indicated by # Code) . This registrant appeared
on the previous Stopper List.

( 2 ) Electronics Mechani c, WG 2604- 10. This registrant is a
Priority 1 or 2 and did appear on the previous Stopper List. Thi s
registrant is not enployed in Hawaii, did not last reside in Hawaili
and does not have return rights to Hawaii .

(3) Pipe fitter Supervisor, WS-4204-12. This registrant is a
Priority 3 and did not appear on the previous Stopper List. Thi s
registrant is not enployed in Hawaii, did not last reside in Hawaili
and does not have return rights to Hawaii .

D. PROCEDURES

1. When a Priority 1 or 2 entry appears on a Stopper List, the
activity my not fill a mtching position by conpetitive or
nonconpetitive action, except as provided herein. This restriction
applies even when the activity is prohibited fromincreasing on-board
strengt h. In such cases, the activity nust either obtain authority
fromwithin the conponent to nmake an offer or refer the matter to the
Zone Coordi nat or.
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2. Under no circunstances shall a position be changed as to series

or grade, canceled or . f ill action be delayed for the purpose of
avoi di ng making an offer to a PPP registrant. Changes, cancellations,
or delays wll be subject to investigation and corrective action by

Zone and Regi onal Coordi nators.

3. For positions at grades 1, 2, 3, or 4, wth occupational series
covered by opM's X-118 Cerical and Adm nistrative Support Standard,
the follow ng procedures apply:

a. Any GS-300, without an option code, indicates a registrant
avai |l able for any position covered by the standard which does not
require specific proficiency. Exanpl es: GS-3 50-4 Duplicating
Equi pnent Opera tor, GS-503-4  Accounti ng Clerk and GS-1531~4
Statistical Cerk positions which do not require specific proficiency
all match a Gs-300-4 without an option code. However, you al ways

requisition for the specific series and the conputer matches the GS-
300 seri es.

b. Any GS-300 with an option code (Typing -TYA, Stenography-
STC, and Data Transcribe r-DAT) indicates a registrant available for
any covered position that has the sane proficiency requirenments or
option code. ~NOTE GS-322-4 (Uerk typist, GS-318-4 Secretary
(Typing) , and GS-305-4 Mail and File Clerk (Typing) , positions all

mat ch GS-300-4 (Typing) . |f either the specific series or GS-300 with

appropriate options appear on the stopper, requisitions wll be
submtted for the specific series and the conmputer wll automatically

mat ch both the specific series and the GS-300 series with appropriate
opt i on.

C. Additionally, individuals registered for skills with the
typing option (TYyA) will automatically be referred for the sane
position not requiring the typing option. This procedure is true only

for positions involving the typing option.

4. For positions in the G5 2XX, Cvilian Personnel Specialist and
GS 260, Equal  Enpl oynment Cpportunity Specialist and the GS-8XX,
Prof essional Engineer series, option codes are used to describe
specific series. For exanple, STB (staffing) describes the Gs-212
series, and CIB (civil) describes the GS-810 seri es. (See Appendi x D
for other option codes in these series) . For any vacancies in the 2XX
or 8XX specific series, the Stopper List nust be reviewed for a
matching skill (the specific series and/or the “generalist” series,
| .e. GS-201 or Gs-801l, wth a corresponding option code) and if a
match occurs in either instance, a vacancy requisition nust be
submtted for the specific series only. The conputer w il auto-

matically search for both and provide matching resunes, and offers
will be made in priority order.
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Exanpl e: |f a Gs-212-12, Staffing Specialist position is vacant and
there is no GS-212-12 match on the appropriate Stopper List but- there
is a GS-201-12 entry wth the STB and CLA options, a requisition
agai nst the GS-212-12 position is required .

5. Any WG-00000, grade 1, 2, 3, or 4 skill, appearing on the
Stopper List indicates a registrant(s) available for any WwG-1 through
4 position not requiring the operation of a notor vehicle or sew ng
machi ne. Activities wll match such WG positions simultaneously
agai nst the specific series of the positions and the WG-00000 entry on
the Stopper List, at the appropriate grade. Resunes for the specific
series and the wWG-00000 W ll, upon receipt, be nmerged in priority
order and registrants made an offer in accordance with normal priority
procedures.

6. Any WG-01111-5 skill appearing on the Stopper List indicates a
regi strant avail able for any Trades Hel per position. Activities wll
mat ch Trades Hel per W5 positions sinultaneously against the specific
series of the positions and the WG-01111-5 entry. Resunes for the
specific series and the WG-01111 will , upon receipt, be nerged in
priority order and registrants nmade an offer in accordance w th nornal
pricrity procedures.

7. When matching GM positions against the Stopper List, the
series,” grade, and option, if any, wll be mtched against those
entries under the GS pay system When a match occurs, a requisition
must be submtted to DDSC and an offer nmade to those registrants whose

resunes reflect availability for GM positions in the space for
“Special Qualifications. ”

8. CGeneral Schedul e supervisory positions wll be nmatched agai nst
the Stopper List entries having the sane grade, series, and option
code(s), if any. Wwen a match occurs, a requisition nust be submtted
to pbscand an offer made to those registrants whose resune reflects
avai lability for supervisory positions in the space for *“Special
Qualifications. ” However , offers for second and higher |evel
supervisory positions are not required wunless the registrant has
previously successfully held a supervisory position. Thi s does not
prohibit the offering of such positions if the gaining activity
W shes. Regi strants schedul ed for separation whose current position
IS supervisory, as identified in their current position title, nust be
made an offer during the specific notice period even though “Speci al
Qualifications” may not reflect such availability.

9. Option codes will be matched as foll ows:
a. Positions with one option code wll be matched agai nst the
St opper List entries having that option code al one and those entries

that have two option codes, one of which is the same as that of the
posi tion. For exanple , a position of Firefighter, Gs-081-5, Wwth a
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“Structural” option, will be nmatched agai nst a Stopper List entry for
GS-081-5 (STE Structural). |f no match occurs, the vacancy will be
mat ched to Gs~081-05 entries reflecting the STE option in conbination
with any other option, such as STE~Structural and Al GAirfield A
requisition is to be submtted when the single option skill matches
any Stopper List entry of the sanme pay group, series, grade and
option, if required by the Priority designations shown.

b. Positions with two option codes wll be matched agai nst
the Stopper List entries having both option codes. A match occurs

only when the two option codes in the Stopper List entry match
precisely those of the position.

C. Positions with nore than two option codes and positions
W th options other than those in Appendix bpto this manual wll be
mat ched against stopper list entries having no option codes. VWhen

there is a series and grade match and resumes are referred, but there
s an apparent msmatch of skills, the gaining CPO should contact the
appropriate Zone Coordinator to determine whether an offer is
required . If a skills msmatch is not apparent, or the Zone
Coordi nator directs, the gaining and registering CPOS will discuss the
requi renents of the position and the qualifications of t he
registrant(s) and determ ne whether an offer is required.

d. If your vacancy does not require typing but there is a
registrant for the sane series/grade on the Stopper List wth the
typi ng option, you have a match. ( Exanple: An activity has a vacancy
for a GS-204-04 position (not requiring the typing option) and the
st opper contains a GS-204-04 (TYyA) and/or GS-300-04 (TYA) . This is a
match and you should requisition for GS-204-04. The computer wil}
automatically search/match those that are registered wth the typing
opti on. This procedure applies with pos it ions involving the typing
option only.

10. In order to assure uniformty of consideration for displaced
enpl oyees within the commuting area, the PPP will be utilized. Manual
referral procedures are not authorized. Activities may consi der non-
PPP registered persons only when authorized by other provisions of
this manual or by special perm ssion fromthe Zone Coordi nator.

11. Non BBsusing civilian personnel offices servicing positions
at noncoded renote |locations outside their comuting area which are

not covered by their Stopper List will submt requisitions to DDSC in
accordance with Chapter 10, paragraph B4. Requi sitions under this
procedure wll bhe submtted inmmediately after the position becones

susceptible to the Stopper List and every 4 weeks thereafter until
ot her appropriate action renoves the position from consideration.
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NOTE : Through the BBS, G vilian Personnel Ofices servicing *
positions at noncoded renpte |ocations outside their commuting area
whi ch are not covered by their Stopper List, nmay clear a renote site
(without DoD activity in comuting area) by selecting and clearing any
activity wwthin the state of the vacancy. Under these conditions, you
may pick up (through BBS) the stopper of an activity wwthin the state
of the vacancy and review for a matched/ unmatched . In either case,
you nust retain the Stopper copy for your records and audit trail.
Clearing the Stopper under this procedure nust be acconplished every 4
weeks until other appropriate action renpves the position from
consi derati on.

12. G vilian personnel offices in the United States which recruit

and select for positions in foreign areas wll requisition as foll ows:

A For positions that are co-located at coded overseas
activities! the requisition wll include the activity code of the
overseas activity.

b For positions that are not co-located at coded overseas
activities, the requisition wll include the activity code of the
nearest coded -activity.

_ C. Requisitions will be submtted initially when recruitnment
begins and every 4 weeks thereafter until other appropriate action

renoves the position from PPP consi deration.

13. Requisitions to identify registrants who my be able to
di spl ace tenporary assignees and re-employed annuitants in positions
at renote |ocations that are not covered by a Stopper List will be
submtted at the beginning of each cal endar quarter.

14. Requisitions are to be submtted to DDSC pronptly when a match
occurs and , when resunes are furnished , offers are to be made wi t hout
del ay.

15. If at any tinme during or after conpletion of the recruiting *
cycle an activity discovers they neglected to clear the stopper I|ist,
they nmust contact their servicing specialist at DDSC by tel ephone to
request a reconstruction. | nformation required by DDSC is

a. Date SF-52 received inCPO
b. Date position filled

c. Pay group, series, and grade
d. Requisitioning activity code

e. Vacancy | ocation
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f Name of caller

o« Phone nunber

DDSC wi il perform a reconstruction process to determne if a
regi strant mssed proper consideration. |f this is the case, contact
wth the Zone Coordinator nust be nmade to determine |f corrective

action is required.
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RETAINED GRADE AND PAY/TFMPORARY EHPLOYMENT DECISTON TABLEX

ATT IR IMIT IAL PL ACEMENT FLIG [ BLE AUTUNR TY SUBSFQUENT PLACEMENT FLIGIBLE AUTHORITY
Temp ponltion used A Tcmp - same grade NA 5 USC, sectfon Temp - lower grade RIF** No FeM 351, Subchap
as aRIFnffer Of 5362 (a' (1) 5-11, para b. -
assipnment (FI'H 351, employee retains
Subchap -1 1. | . status and tenure
pacall.)
B. Temp - same grade NA Perm - lower grade RIF NO "
c. Temp - lower grade YES 5 USC, section TeNp - lower grade RIF YESk**
5361 (1) AND
sec 5362 (a) (1)
D. Teer - lower grade YES " TCn"p - SAle gradeRIF YES*#* "
(same grade as fnitial
RIF offer)
E. Temp - lower grade YES " Perm - higher grade RIF YES***  FPM 351, 5~1i1,
(not higher than grade para b AND 5 USC,
impacted by In{tial RIF) sec 5362 (d), offer
not equal to, or
higher than,
retained grade
F. Temp - lower grade YES " Perm - same gradeRIF YES*¥¥ "
(same grade as initial
RIF offer)
G. Temp - lower grade YES " Perm - lower grade RIF YES*** FPM 351, 5-11,

para b, ANO 5 USC,
aec 5362 (a) (1)

*  Assumesthat the employee Is otherwise eligible for retained grade/pay benefits

*¥ Nature Of Subsequent Placement 1s premised on Inttfal Placement, f.e., “lower grade RIF" indicates
subsequent RIF offer 1s, yet, lower graded than the Initlal Placement.

44 Suhsnquent placement action.dots not create a new entitlement to grade and pay retention, but the
original entitlement (based on initial placement action) continues unless terminated under 5 CFR 536.208(a) or (b).

Figure 4-3, Retained G ade and Pay/ Tenporary Employment Deci sion Table
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ACTLON

Temp position tO
reemploy RIF
separatee (FPM
351, Suhchap 5-11,
pata C.)

Temp (1 year or
less) offer thru
Dol PPP with no
break fn service
(Dol Maonual 1400,
20-1-1, Chap 4,
pacta A, 95.)

A,

E.

ItI1”I" [AL PLACEMENT

Temp - same grade
(no service break)

Temp - same grade
(no service break)

Temp - lower grade
(no service break)

Temp -
(no service break)

Temp - any grade
(with service break)

Temp - same grade

Temp - lower grade

lower grade .|

ELIGIBLE

NA

YES

YES

NO

NA

YES

AUTHORITY

5 USC, section
5362 (1) (1)

5 USC, sec
5361 (,)
AND sg,:
5362 (a4} (1)

5 USC, sec
5362 (u)(1)

5USCF  see
5362 (a) (1)

SUNSEQUENT PLACEMENT

Temp - Any Grade

Perm - Any Grade

Temp - Any Grade

Perm= Any Grade

Perm - lower grade PPP

Perm - Same Qrade as
tntetarppe Of T er

Figure4- 3, Ret ai ned Grade and Pey/Temporary Employment Decision Table

NO

NO

YEG***

YES* &

NO

YES*#%

AUTI1ORITY

5 USC, Sec 5361 (1)
no longer meets
employee definltion
AND FPM 351, 5-11,
para c. - has no
status or tenure

5 USC, section
5361 (1) -
employed on
temporary basis

5 USC, section
5362 (d) (3) °
offer not equal
to, or higher

than, retained
grade



e

ACT 10N INITIAL PLACEMENT ELIGIRLE AUTH.ORITY
1. Contlinued c. Temp - lower grade YES 5 Use, section
5362 (a) (1)
D. Tﬂﬂ‘lp - lower grade YES
4. Temp (1 year or A. Temp - Same grade NO 5 USC, section
less) offer thru 5362 {d) (1) -
PPP with three break in service
day break in of one workday
service {(DoD O more
anual 1400, 20-
1-4, Chap 4, para
A.S)
B. Temp - lower grade NO "

SUBSEQUENT PLACEMENT

ELIGIBLE

Perm - lower grade PPP
(lower than initial offer)

Perm - higher grade PPP
(lower than grade before
{nitlal PPP placement)

Figure 4-3, Retained Gade and Pay/ Tenporary Employment Deci sion Table

YES#k**

YESk**

AUTHORITY

5 1JSC, section
5361 (1) - no
longer meets
employee criteria

5 USC, section
5362 (d) - does
not terminate

benefits



